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1. ELECTRONIC MAIL: 


Sending and receiving messages and files electronically is called 
electronic mail. 

It is the method of creating, transmitting, collecting and receiving 
information over the electronic communication system. 


1.1. Requirements of Email: 
1.1.1. Have an email account. 
127 Be connected to the internet. 
1.1.3. Know the email address of those to whom you want to 


send email messages. 
172: Purpose of Email: 


It is the most preferred means of communication because it is 
cheaper and faster. 


1.3. Categories of Email Writing: 
Emails are of three types: 
1.4.1 Semi-Formal Email 
1.4.2. Formal Email 
1.4.3 Informal Email 


1.5. Advantages of Email: 


1.5.1. Email is a free tool. There is no expense that you need to spend 


on in order to send and receive message. 


1.5.2. Email is quick. Once you have finished composing a message, 
sending it is a simple as clicking a button. Is sent, delivered and 


read almost immediately. 


1.5.3. Email is fast. They are delivered at once around the world. No 


other form of written communication is as fast as email. 


1.5.4. Email does not use papers. They are environment friendly and 


save a lot of trees being cut down. 


5.5. Email is inexpensive. 
.5.6. Transmission is secure and reliable. 
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reach destination. 


1.6. Disadvantages of Email: 
1.6.1. Not everyone has internet. 
1.6.2. Your mail could be ignored or not answered in the 
moment you required it. 
1.6.3. Email could potentially cause information overload. 
1.6.4. It lacks personal touch. 
1.6.5. Email messages can contain viruses. 
T-Z: Basic Formal Email Structure 
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c elements of formal email writing; 
Your email address. 

Subject line. 

Email greeting. 

Email opening 

Email body. 

Email ending. 

Email sign off. 

Email signature. 
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. Email saves money and time. Email message takes seconds to 
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Format OF Email: 
From: Sender mail ID. 
To: Recipient mail ID. 
Cc: Other concern persons with visible email IDs. 
Bcc: Other concern persons with invisible email IDs. 
Subject: Reason for the writing mail. 
Salutation: Display your respect, such as Respected Sir etc. 
Main Body: Contents of the email. 

e Introduction 

e Discuss the matter in detail 

e Conclusion 
Closing Line: Thank you for the consideration 
Attachments: Attach reference files. 
Signature Line: Name and contacts details. 


Sample of Professional Emails 


From: lailabilal34@qmail.com 
To: seasonfour@gmail.com 


Subject: To make a reservation. 

Dear Madam, 

I am writing this to reserve a nonsmoking room for three days. 
We will arrive on May 1* at 5 am. 


Please charge my credit card for the initial deposit required. 
Include my discounts that my early registration permits. 


Credit card number: 4258966932117772 
Name: Laila Bilal 
Contact: 03333333333 


I am looking forward to receiving a letter confirming my 
reservation. 
Thank You. 


2. MEMORANDUM 


The word memorandum came from Latin word “Memorare” which 
means “To remember”. 

It is often abbreviated as memo. 

Memo is an informal type of report that is written for exchange 
information within an organization. 

In large organization ,memorandum are send from head office to the 
regional offices , branches, divisions and so on. 

The aim of this inter office correspondence is to inform people and 
encourage some action. 


2.1. Purpose of Memorandum: 


1. To record information. 

.2. To persuade other to take action 

.3. Give feedback on an issue or react to a situation 

4. To help in building good relationship between higher 
authority and employees 

2.1.5. To relay information regarding events or any other change 

that have been made in the company. 


272 Key Features of Memorandum: 


. Impersonal 

. Courteous 

. Simple Language 
. Conciseness 

. Clarity 
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2.3. Advantages of Memorandum: 


Memo is the internal form of communication that serves various 


purposes; 

2.3.1. Time Saving: Many organization use printed memo that 
is why it takes less time to draft it. 

2.3.2. Low Cost: The cost of communication through memo is 
less than those of others. 

2.3.3. Suitable For Large Number: It reaches a large number 
of people at the same time. 

2.3.4. Les Formality: No formality is required while drafting a 
memo 

2.3.5. Written Record: Memo is a written record so it can be 


used for future reference. 


2.4. Types of Memorandum: 


Basic types of memo are; 
2.4.1. Announcement Memo: The announcement memo 
provides some information through announcement. It can be 
about transfer, celebrations, meetings or policy changes etc. 


2.4.2. Instruction Memo: The main objective of this memo is to 
give instructions to receiver through meetings. 

2.4.3. Request Memo: The aim of the request memo is to ask 
the receiver for certain information or action. 

2.4.4. Transmittal Memo: The transmittal memo serves as a 
covering letter. It accompanies a more formal or lengthy 
message. 

2.4.5. Sample of Memorandum 

To: All Staff 


From: Sales Manager 

Dates: 26 September 2022 

Subject: STAFF DISCOUNTS 

Employees are entitled to a 50% discount on dresses at any of our 
branches. To get a discount, simply present your service card 
along with a coupon. 

You may collect your coupons from my office. 


3. MINUTES OF MEETINGS 


Meeting minutes also called meeting notes, are written record of 
everything that happened during a meeting . They are not a minute to 
minute record and instead focus on the outcomes of the meeting . 
Minutes usually contain information as: 


e Names of participants 

e Date and time of meeting 

e Agenda items covered 

e Decisions made by participants 
e Follow up actions and next steps 


3.1. Purpose of Meeting Minutes: 


Provide a record of a group decisions and actions 
Reminder of who was given assignments 

They are evidence of deadline 

They are a benefits for people who are absent when 
ecisions are made 
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32: Five Important Steps: 


S2 Pre planning 
SP22 Record Taking 
37273: Minutes Writing 
3.2.4 Distributing 
3.2.5 Filing 


3.2.6. Formal Format of Minutes of Meeting: 


Meeting Details: 


Objectives: 


Called By: 


Date: 


Time: 


Location: 


Agenda: 

Minutes from last meeting 
Item-1 

Item-2 

Item-3 

AOB 


Present: 


Absent: 


